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ABSTRACT 

This guide was developed for the purpose of providing 
Nebraska's educational agencies with documentation and a rationale 
for effectively utilizing paraprofessionals in special education. The 
guide provides examples of school policies which meet the intent of 
Nebraska law and may be utilized to improve the productivity and 
effectiveness of paraprofessional programs. The guide is organized 
into four major areas of concern: recruitment, selection, and hiring 
of paraprofessionals; policies for the appropriate utilization of 
paraprofessionals; training programs for both paraprofessionals and 
teachers; and policies concerning the supervision and evaluation of 
paraprofessionals. Appendiceo accomparying each of the four sections 
make up the bulk of t^e document and include such items as sample 
applications, interview questions r contracts, a list of special 
education paraprofessional roles and responsibilities, a training 
planning guide, a needs assessment ^ an observation checklist, and 
self -evaluation forms • (Includes eight references) (JDD) 
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INTRODUCTION 

A survey of Nebraska special education adminiRtrators, teachers, and paraprofessionals 
in 1982 indicated only limited use of fccommcnded administrative procedures m the 
utilization of paraprofessionals (Vasa, Steckelberg, & Ronmng, 1982). Formal selection 
procedures and criteria, job descriptions, established traimng programs and systcn;aj|c 
evaluation procedures were present only in a minority of educational programs. One of the 
conclusions of this study was that paraprofessional use in special education programs m 
Nebraska could be improved through a more systematic and formal approach. 

In 1969, the Nebraska Unicameral enacted legislation permitting Nebraska schools to 
employ non-certified teacher aides. This legislation included significant restnctions m 
teacher aide use: 

1) aides may not be assigned teaching responsibaties, arid 

2) if assigned responsibility for non-teaching duties, aides rnust be specincally 
prepared for these duties. 

Legislation passed in 1972 defined teaching. Through this .egislation the responsibilities 
which teacher aides cannot assume was futher clarified. In addition, in 1971, the Nebiaska 
Department of Education (NDE) disseminated a position paper clarifymg and mteipreting 
the use of teacher aides in Nebraska schools. The Professional Practices Commission has 
also published documents pertaining to use of teacher aides. A posrion paper was first 
published by the Professional Practices Commission in 1971. In 1977 the Commission 
amended its rules and regulations and published a subsequent position statement. The 
focus of these actions was to define the role of the teacher and the teacher aide and to 
provide guidelines for their use and supervision. 

The Nebraska State Education Association, in 1970, developed the following set of 
responsibilities for school administrators for the development of teacher aide programs: 

1) the development of effective ways to utilize teacher aides, 

2) writing job descriptions for the various categories of aides, 

3) the assignment of aides, 

4) the supervision of aides, 

5) getting the program started, 

6) orovidint information about the proposed program which interprets the objectives of the 
program to patents, teachers, students, and other interested people in the community, 

7) developing criteria for die selection of aides, 

8) Uie recni'tment of aides, 

9) providing prcservice and inservicc training programs for aides. 
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10) providing inservice training for classroom teachers in how to make the best use of 
aides, 

1 1 ) evaluating the aide program and changing policies when change is needed, 

1 2) providing a system for evaluation of aides and their contribution to the total school 
program, and 

13) developing career ladder opportunities for aides (Nebraska State Education 
Association, 1970). 

A series of Comprehensive System of Personnel Development (CSPD) projects from 
the State Department of Education were initiated in 19i{ 1 . These pfojects included a survey 
of the status of the deployment of paraprofessionals in Nebraska; the development of a 
guide for the effective utilization of paraprofessionals; and the convening of a task force to 
make recommendations for the appopnate use of paraprofessionals in special education 
programs in Nebraska. These projects provided the background for the development of 
this resource guide. Three earlier documents in the series include: A State of the Art 
Assessment of Paraprofessioncd Use in Special Education in the State of Nebraska, (Vasa, 
Steckelberg, & Ronning,l982), Guide for Effective Utilization of Paraprofessionals in 
Special Education (Vasa, Steckelberg, & Ronning, 1983); and Direction for the Utilization 
of Paraprofessionals in Special Education in Nebraska (Vasa and Steckelberg, 1985). 

This guide was developed for the purpose of providing educational agencies with 
documentation and a rationale for effectively utilizing paraprofessionals in special 
education. The guide was made possible through a Nebraska Department of Education 
Comprehensive System of Personnel Development grant awarded to the Department of 
Special Education and Conununication Disorders at the University of Nebraska-Lincoln. 
One expected outcome of the project was to provide specific products for use by 
educational service units and local educational agencies serving handicapped students. In 
particular, the project objectives were developed to impact special education programs in 
Nebraska by providing: 

1. additional resources to ESUs and LEAs seeking to improve services to handicapped 

students through the use of paraprofessionals, 

2. model paraprofessional utilization and training programs as an aid to school districts 

seeking to establish or improve paraprofessional programs. 

3. a training resource for special education teachers who utilize paraprofessionals. 

The guide provides both rationale and examples of school policies which meet the 
intent of Nebraska Law and may be utilized to improve the productivity and effectiveness 
of paraprofessional programs. The guide is organized into four major areas of concern: 
recruitment, selection and hiring of paraprofessionals, policies for Uie appropriate 
utilization of paraprofessionals, training programs for boUi paraprofessionals and teachers, 
and policies concerning the supervision and evaluation of paraprofessionals. 
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RECRUTTMENT, SELECTION, AND HIRING POLICIES 

The recruitment and selection of paraprofessionals plays a primary role in establishing 
effective paraprofessional programs. The appropriate selection of personnel to fill 
paraprofessional vacancies can improve the educational programs in which they are 
employed 

The Nebraska Unicameral, in 1969, enacted legislation allowing Nebraska schools to 
employ non-certificd teacher aides. Section 79-1233[21 of the Nebraska Revised Statute 
reads: 

Public, private, denominational, or parochial schools in the state may 
employ persons who do not hold a valid Nebraska teaching 
permit issued by the Commissioner of Education to serve as 
teacher or teachers. Such teacher aides may not assume any 
teaching responsibilities. A teacher aide may be assigned 
duties which are non-teaching in nature, if the employing 
school has assured itself that the aide has been speciflcally 
prepared for such duties, including the handling of emergency 
situations which might arise in the course of his work. 

Since 1969 the number of programs which utilize paraprofessionals has continued to 
increase. The successful use of teacher aides to assist the special education teacher has 
been demonstrated both in Nebraska and nationally. 

The quality of the paraprofessional program is directly affected by the quality of the 
personnel available to serve as paraprofessionals. Effective recruitment practices should be 
established by stressing the positive aspects of being a teacher aide. These aspects include 
assignments which encompass a variety of interesting tasks, relatively high prestige and 
recognition in many communities, working hours that correspond with their children's 
school hours, various benefits offered by many districts, high levels of responsibility given 
to many aides, minimal entry-level skill requirements, and high levels of personal 
satislTaction from the job. 

Commonly used sources for recruitmeni of potentially good paraprofessionals include: 
parent teacher associations, senior citizen centers, civic and community organizations, 
school volunteer programs, employment agencies and newspaper advertisements. 

An important component of school policies regarding paraprofessionals' employment is 
the estabhshment of nunimum qualifications. Tlie establishment of minimum qualifications 
addresses two important issues. First, minimum qualifications can be established to protect 
students, parents, and the school system. Secondly, qualifications can be established in an 
attempt to predict future performance levels. A variety of approaches have been utilized in 
establishing minimum criteria for the employment of teacher aides. These have included 
minimum job qualifications, required amounts of training, and licensure. 

In Nebraska the responsibility for estoblishing teacher aide employment policies lies 
within the domain of the local school board. Section 2 of 79-1233 of Nebraska Revised 
Statutes requires that: 

"teacher aides working with any such program shall have 
qualifications as the governing body of the school shall 
prescribe...". 
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In 1985, a Nebtaska task force of teachers, administrators, NDE, and higher education 
penonnel recommended that each service agency employing special education teacher aides 
establish a verification procedure documenting teacher aide qualifications and competencies 
fDirecrion. 1985). According to their report, these {Krocedures should include: 

1 . Written policies regarding selection and employment criteria which include at least the 
following components: 

a. experience in woridng with children (especially handicapped children) 

b. educational level 

c. interpersonal and communication skills 

d. attitude towanl school and children 

e. capacity to complete preservice and inservice education requirements 

Vasa, Steckelbcrg, and Ronning (1982) in a survey of Nebraska special education 
administrators found that the most commonly used criteria for hiring teacher aides were the 
applicant's attitudes towards handicapped children, references, level of basic skills 
applicable to the position, interpersonal skills with adults, previous employment, 
experience with handicapped children, general health, and physical strength. 

Other competencies suggested by O'Brien (1977) include: 

... an interest in self-improvement 

... proficiency in nonjudgmental observing and reporting of behavior 
... knowledge of how and when to encourage children to promote favorable behavior 
... an understanding of the importance of sound emotional and social conditions within 
the classroom 

... a philosophy of education in keeping with the schools 

The interview is often the primary method used to assess the applicant's ability to meet 
these criteria. The interviewer must gauge the applicant's potential for growth as well as 
his or her present level of ability. Through this approach the skill, personality, and 
compatibility of the applicant can be determined before the school year begins. The 
interview may also serve as a preliminary orientation to the special education programs and 
personnel. Established school policies regarding paraprofessionals and the 
paraprofessional job description can be valuable tools in the interview process. 

Many times the interview is conducted by the hiring official only. This practice may 
overlook important considerations. The teacher who will be working with the 
paraprofessional should also be a part of the interview. The teacher may be able to provide 
information on the particular instructional setting and match the paraprofessional to the 
learning situation and teaching style. 

A fmal employment issue addressed by school policies regarding paraprofessionals is 
the emplovment agreement and working conditions established by the school. A wide 
variety of approaches have been taken in Nebraska schools ranging from formal 
employment contracts to informal verbal agreements. Salaries and benefits for 
paraprofessionals also vary widely depending on the educational agency. 

In addition to salaries and benefits other employment issues often addressed by school 
policies regarding paraprofessionals include: work schedules, health policies, use of 
private cars, grievance procedures, leave policies, and emergency procedures. 
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One aspect of paraprofessionals employment which has received attention has been the 
career ladder concept. This has been an attempt to provide opportunities for 
paraprofessionals to increase their level of responsibility and salary based on factors such 
as experience, demonstrated performance, and training. 

Appendix A provides a set of example school policies related to the issues of 
recruitment, selection and hiring of paraprofessionals in special education prograim. 
Included ait general school board policy statements, statements of nummum quaufications, 
interview guides, employment agreements and sample salary and benefits schedules. 
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ASSIGNMENT OF PARAPROFESSIONAL DUTIES AND 

RESPONsmiLrnES 

Paraprofcsslonals pUy a significant role in the dcUvcrjf <'l^''^^''l'±^^Sli^'^ 
advantages have been listed by a number of authors (Cruicksharfc & Hanng. 1 957. 
Blessing. 1966). Benefits include more planning time, ©rgamzatioMl chmges in 
ctassroom, increased individuaUzed attention, improved quahty of mstructoon and 
additional adult role models. 

Early programs utilized paraprofessionals primarily in clerical roles (C™ickshank & 
Haring, 1957). As the use of paraprofessionals in specia^ «*^""^e5.f ?g?Snin 
increased, the role has shifted to include additional instructional responsibihties (Psbensen. 
1966). The classroom teacher has assumed the role of manager of instrucuon which 
includes the supervision of the paraprofessional delivenng mstnicUonal activities. 
Consistem with this concept. Nebraska law limits the duues of the paraprofessional to non- 
teaching duties. Teaching duties are defined as: 

(a) The oreanizatkm and management of the classroom or the physical area in 

which ttie learning experiences of pupils take place. 

(b) the assessment and diagnosis of the individual educattonal needs of the pupils, 

(c) the planning, selecting , organizing, prescribing and directing of the learning 

experiences of pupik, 

(d) the planning of teaching strategics and the selection of available materials and 

equipment to be used, and 

(e) the evaluatton and reporting of student progress (Nebraska Revised Statute, 

Section 79-101). 

Nebraska statutes prohibit the paraprofessional from making pedagogical and 
management decisions. They are not, however, restricted in participating in instructional 
Ssks designed by the teacher. Cor- iderable latitude in the type and extent of 
paraprofessional duties and responsibilities are permissible m Nebraska special education 
programs. 

Educational agencies assume the responsibility for clarifying the roles of 
paraprofessionals in relation to the particular position and the policies of the agency . A 
dear understanding of the role of the paraprofessional is importam m the orientation and 
SmS teachen and paraprofessionals. WeU defined roles also serve to facilitate daily 
communication, supervision, and management, as well as. communicatmg the purpose of 
the program to students, parents and members of the community. 




TTic extent of responsibility assigned to a paraprofessional may reflect factors other than 
midmuS iJ^Ke^^^ ParaprofessiSnalV duties should be dependent upon their 
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levels of training, experience, skills, and the amount of supervision available while the task 
is being completed. 

A clear delineation of appropriate roles and responsibilities of the paraprofessional and 
the teacher may also addresi professional teachers^concems about lost of uientity and role 
blurring between the teacher and the paraprofessional. Appendix B contains several 
listings of teacher and pan^rofessional duties and responsibilities as examples. 

One administrative method for establishing and clarifying the roles of teachers and 
paraprofessionals has been the job description. The job description supports the selection 
and interview process, orientation and traming of paraprofessi<mals, program planning and 
evaluation, and daily supervision and management of the progranL 

Direction for the TItiliMrion of Paranrofessionals in Special Education in Nebraska! A 
Task Force Report (1985), made two recommendations concerning the utilization of 
paraprofessionals: 

1 . The seTvi;:e agency shall be required to develop and nuiintain written policies and 
procedures jxrtaining to teacher aides that reflect the following components: 

a. job descriptions 

b. preservice and inservice training 

c. training 

d. evaluation 

2. Teacher aide job descriptions developed by the service agency shall include competency 
requirements which reflect the followine specifications as determined by each service 
agency and approved by the Nebraska Department of Education: 

a. minimum hours of preservice and inservice content 

b. minimum requirements for training content 

c. minimum supervision parameters. 



The Nebraska Professional Practices Commission in Teacher Aides: A Pos. jn 
Statement (1977), make^ the following statement regarding paraprofessional job 
descriptions: 

The Commission believes the use of a job description for each aide position 
would do much to dispel the uncertainty and tension surrounding the issue. 

As a minimum the job descriptions should include the following components: 

Position Title : Serves for classification and identification of positions. 

Position Setting : Int^ludes a description of the setting in which the paraprofessional will be 
working. 

Purpose of the Position: Should clarify the rationale and intended outcomes of the job 
position. Commonly stated purposes include assistance to professional teachers, service to 
handicapped students, and improvement of instruction and extension of program services. 

Qualifications for the Position : Utilized in the recruitment, selection and training of 
paraprofessionals. 
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Duties and Responsibilities ! Contains a description of the duties and responsibilities 
typically expected of the paraprofessional. Provides information to establish the role and 
extent of responsibility. 

Trairting Requirements: Clarifies expected requirements for initial and continued staff 
development activities. 

Supcrvieion and Evl ,2%tig n ; ?dentifie$ the person(s) to whom they are responsible. 
Qarifies role of the admsnistrator and the teacher to whom they are responsible. Provides 
information on frequency and type of evaluation activities to be conducted 

Time/Hours: Used to describe the number of hours per week required by the job. 

Salaries and Benefits: An explanation of the salary and benefits for the position. 

Appendix B contains examples of several alternative job description formats. 
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TRAINING FOR PARAPROFESSIONALS AND TEACHERS 




Nebraska Revised Statute Section 43-625[2] states that, "Teacher aides...shall 
participate In appropriate Inservlce activities." In addiuon, 79-1233 states: 

A teacher aide may be assigned duties which are non-teaching 
in nature, If the employing school has assured Itself that the 
aide has been specirically prepared for such duties, including 
the handling of emergency situations which might arise m the 
course of his work." 

The following recommendations concerning paraprofessional training were deluded in 
nir^ttftii for th<^ iTtiliTiition of P arapmfc^ifmak in Snecia! Education in Nebraska: A TasK 

Fnrri>R«>pnrtn98SV 

1. The service agency which employs teacher Hides shall establish training guidelines for 
teacher aides: 

a. the guidelines shall be based on goals and objectives established by the service 

b. trSng of teacher aides shall be related to expectations described in the job 
description. ^ ■ . • 

c. teacher aide job descriptions shall serve as guidelines for prescrvice and inservice 

training programs. 

2. Teacher aide training model gaidelines maintained by service agencies shaU include the 
following training components: 

a. prescrvice training for teacher aides 

b. msenrice training for teacher aides 

3 Teacher aides shall be required to complete the following training: 

a. a minimum of 15 hours of prescrvice training, and thereafter 15 hours of annual 
inservice training deemed appropriate by the service agency. 

b. prescrvice training which shall include but not be limited to: 

1) service agency policies and procedures 

2) legal and ethical issues 

3) an overview of special education and handicapped children/youth 

4) job lolc expectations . . . ^ ^ ^ <• 

5) the handling of emergencies, ncludmg first aid and safety 

6) equipment operation . , 

c. annuid inservice training content which shall include but not be Unrutcd to 
infonnation concerning: 

1) exceptionalities 

2) behavior management techniques 

3) educational materials and strategies 
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4. In addition to required preservice and inservice training, cn>the-job training of teacher 
aides shall consist of planned activities conducted by supervising personnel, including 
training in job-specific skiUs as reflected in the teacher aide job description. 

Typical skill areas addressed in a paraprofessional training program are: 
... school policies; 
. . . legal and ethicai issues; 
...role expectations; 

. . . knowledge of special education programs; 

. . . behavior management strategies; 

. . . tutoring and program delivery skills; 

. . . observation skills; 

... use of instructional materials; 

... use of equipment; and 

. . . furst aid and safeQ' procedures. 

Rittenhouse (1972), in a description of guidelines and training programs in several 
states, notes that these areas are also included in some training programs: record keeping 
procedures, development of the learning atmosphere, human growth and development, 
child psychology, and problems of the disadvantaged student. 

A survey of Nebraska educators found that only 14 percent of the special education 
teachers who were assigned aides had training in their utilization and supervison. 
Recommended qualification for supervison of paraprofessionals included in Direction for 
the Utilization of Paraprofessionak in Special Education in Nebraska are: "a) preservice or 
inservice training regarding the supervision of teacher aides; and b) knowledge of statutory 
and regulatory guidelines concerning qualifications, duties, training, and supervision of 
teacher aides". 

Competencies commonly cited as needed by supervisors of teacher aides are the ability 

to: 

. . . identify importint components of a paraprofessional program; 

. . . identify effects of paraprofessional program on performance, instructional 

C9sts, and staffing; 
. . . knowledge of legal and ethical constraints on use of paraprofessionals; 
. . . develop and implement selection criteria for paraprofessionals; 
. . . develop and implement preservice/inservice training programs for 

paraprofessionals; 
... manage paraprofessional training programs; 
. . . employ dependent measures in formative and summative evaluation of 

paraprofessionals programs; 
. . . describe rationale for use and employment of paraprofessionals; and 
. . . describe effective means of training paraprofessionals. 

Many districts also conduct needs assessments in order to defme goals and objectives 
for preservice and/f inservice activities. Local resources are often available for staff 
development Stafr development includes the use of a variety of resources including: 
materials, individual learning packets, and formal and informal inservice activities. 
Teachers in the program are ready resources for development of training at both the 
preservice and inservice level. 

A major component of the training program is on-the-job training. Often, on-the-job 
training programs are inadequately planned and very casual, leading to inadequate 
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documentation of skill acquisition. EfTective on-the-job training needs to be formalized to 
insure that the paraprofessional has a training program outline and a system is in place to 
monitor their progress. Appendix C provides sample needs assessment instruments and 
planning documents to assist in the debvery of training programs. 
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SUPERVISION AND EVALUATION OF PARAPROFESSIONALS 

Bv definition paraprofessionals assist teachers and are under their supervision. 
GuideUneffHupeC^^ and evaluation provide a vehicle or.the inyrovement of 
Sivfl^ of services to handicapped children and assurance that their rights are protected 

aSoS^N^^^ Stotute Section 43.625[2] qualified tochers m special 

training aMSducation^ programs are responsible for the supervision of paraprofessionals. 

(3) Each qualified teacher shall be responsible for «he direct 
supervision of teacher aides, whose duties shall be limited to 
those prescribed in section 79-1233. 

In addition, the statute defmes a qualified teacher: 

As used In this section, qualified teacher shall njean an 
individual holding a valid State of Nebraska teaching or 
special services certificate with an endorsement appropr"at«.jo 
the handicaps served. If such teacher is serving children with 
more than one handicap, qualified teacher shall mean an 
Individual holding a valid State of Nebraska teaching or 
special services certificate with an endorsement in at least one 
of the handicaps served. 

The Nebraska Professional Practices Commission in Teacher Aides: A Position 
Statement (1977), makes the foUowing statement regarding paraprofessional supervision. 

An aide may assist a teacher in instruction in subject matter or in 
conducting instructional activities. The teacher shall be continuously 
aware of the aide's instructional activities, and must be able o 
control or modify them. It is difficult to conceive of a teacher s being able 
to do this if the aide mans an instructional station alone, except possibly tor 
very brief periods of time. 

The professional practices commission position statement also notes that a teacher aide 
may not be supervised by a building principal, adjacent classroom teacher, or supervisor, 

Pii rr tinn f^^ ^TtiiiMtio p /^f Parap ^fct;smnais in Snecial Ffliiratmn in Nebraska; A 
Tacir RSgeR^ort 1985)^^^^ that the employing agency be responsible for 

g s ignatS^S ated personnel to direcUy supervise teacher judes in order to provid 
supervision at aU times, with direct on site supervision to be provided on a part-time basis 
(Direction, 1985). Specific recommendations were as follows: 

1 . Teacher aides shall be supervised 100 percent of the time by certificated personnel 
knowledgeable of die EP program(s). 

1 <;uncrvisors of die teacher aide shall provide at least Uie following: 

2^^Si steTup«vision bv die certificated special education teacher bas«l on a 
S^r^ S Uj^ent of the aide's time which shall be designated for planning, 

b. st;::?^i§n"^^^^^^^^ education teacher, based upon ongoing 

monitoring of DEP goals and objectives. 

3. Supervisory personnel shall possess the foUowing qualifications: 
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a. preservice or inservice training regarding the supervision of teacher aides; and 

b. knowledge of statutoqr and regulatoiy guidelines concerning qualifications, duties, 
training, and supervision of teacher aides. 

From a good practice standpoint, the key element in judging the appropriateness of the 
supervision of the poraprofessionals is the abili^ of the teacher to control the lean jig 
process. As a minimum, the teacher must be sufficiently aware of the circumstances and 
results of instructional activities to evaluate the performance of students and make 
appropriate instructional decisions. 

The supervisor's responsibilities to the paraprofessional should include at least the 
following duties: 

1. assessing strengths and weaknesses of teacher aides 

2. analyzing job performance 

3. training teacher aides to perform specific tasks 

4. providmg evaluation fe^back 

5. being responsible for the teacher aide's growth in the job 

6. establishing a climate for learning in the classroom 

7. establishing on-going communications with the teacher aide. 

8. assignment of specific duties and responsibilities. 

School policies should address several issues regarding supervision of teacher aides: 

1) the role of the teacher as responsible for supervision should be clearly established; 

2) minimum levels of adequate supervision should be defined for various programs; 

3) training regarding supervision practices should be provided for teachers; and 

4) school evaluation policies should be supportive of the teacher's role as supervisor. 

Included in Appendix D of the guide are resources to assist in the development of school 
policies regarding supervision and evaluation of paraprofessionals. 
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Exhibit 1 

EXAMPLES OF SCHOOL BOARD POUCY STATEMENTS 
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MiniMftpolis Board of Education Pdlicy 
(adopted 2/28/67) 

Pcnoimcl '^'^'^ 
Teacher Aides 

The professional teacher is trained and certified to perform certain functions in the 
education of chUdren. The responsibiUties that are reserved for tMchersmvolve(i) 
analyzing the instructional needs of tiieir pupUs, (2) prescribing educational activiues to 
meet tiie pupil's needs and (3) certain supervisory responsibiliues consistent with 
established school policy and directed by the school principal. 

Teacher working with nonprofessional helpers, either in or out of the classroom must rely 
upon tiieir own professional judgment when assigning duties to nonprofessional helpers. 
TTicsc duties should not infringe upon the responsibiUties reserved for teachers, but 
nonprofessionals may assist the teacher in meeting their responsibiUtes. 

The school principal retains his traditional responsibility for supervision of the school and 
tile entire staff. 

Rule Approved by Minneapolis School Superintendent 

(10/10/67) 

Personnel ^216.16 
Teacher Aides 

1. In the absence of tiie teacher, for any reason, the nonprofessional may not assume 
or be assigned the responsibilities reserved for teachers. 

2. Nonprofessionals may not be given independent responsibility for classroom 
management and organization. 

3. The nonprofessional may not function in a normal classroom helping role if a 
certified teacher is not available for direction and guidance. 



Adapted from: Hale, J. M. (1972). Adminiritramr''i guiriff to tra'"'"g paraproifiSsiQMli. 
Englewood CUffs, New Jersey: Prentice-Hall. 
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SAMPLE I^^^ER VIEW ANP SELECTION QUESTIONS 



]hstnicti<Mm: The interview is designed to gather information about the amlicant's 
backgromsd, skilis, an4 attitudes. In additiot^,the interview alhws the a^pUcdm an 
opportunity to, learn about the program goals and the particular job requirements. Listed 
below are items that should be included in the interview. 

\. Questiq|»s|ioiild be dinctiy related to the appUcant'sab^ Questions 
concenung marital status, church affiUation, or other factors are inappropriate. 

2. Ask 8bip«<t the applicant's previoiis work eiperience. The paraprofessional may bring 
in a variety of sk^ls into the classroom that can benefit both the teacher and the 
studenui. 

3. Ask abo^t the applicant's hobbies and interests. He or she may have valuable skills in 
areas the teacher may want to introduce. 

4. Ask about the applicant's prevkms experience with children. Previous experience 
working with children, for example Girl Scouts, Boy 3couts, 4-H, etc., can be a most 
valuable asset in the classroom. 

5. Inquire about the applicant's attitude toward school. The paraprofessional should have 
a positive regard for learning and school. An applicant who feels that his or her own 
school expenence was largely a waste of time, or was a poor student, may be unsuited 
for paraprofessional woric. 

6. Ask the applicant why he or she wants to be a paraprofessional. Negative, self- 
directed answers such as "I can't go to college and I don't have anything else to do" or 
"The hours aren't so bad" may reflect selfish and negative attitudes toward the 
children. The attihide the applicant displays in the interview may be the same one he 
or she will present in the classroom. 

7. Describe the general operation of the classroom. 

8. Outline the n^jor duties of a paraprofessional in the program. 

9. Explain employee benefits. Explain such items as the pay schedule, sick leave, 
vacations, and holidays, starting day and time, and the length of the school day. 

10. Give the applicant an opportunity to ask questions. Remember that while the teacher is 
judging the applicant, the applicant is also judging the organization and content of the 
program. 



From: Boomer, L.W. (1980). Special education paraprofessionals: A guide for teachers. 
Teaching Exertional Children. Summer. 146-149. 
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appucation for teacher aide 
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Please Print: Date 1 9 _ 

* {Flrstr ~ (Middle) Jist) 

Present Address: „ — 

(Street) (City) (5titc)^Zipr 

Telephone Work Telephone Social Security Number 



ENSTRUCTIONS: Be sure to supply ALL irformarion. Filing of this application implies 
the acceptance of the Rules and Regulations of the Uncoln Board cf Education. This 
implication will be kept active for one yeat It may be renewed upon written request. 

Position You Are Applying For 1 . 2. 

Qieck Preference: 3 Hrs,_^ ^ Hrs. 6 Hrs. or more 

Area of city preferred: 1. 2. 



Would woric with Special Ed. Students? « .Yes No If yes, describe any 

restrictions regarding lifting. 

PERSONAL DATA: Required for Applicants 

If employed, state present position Present Salary 

If employed, when will you be available? ^ Salary Expected 

State reasons for desiring a change 



EDUCATIONAL PREPARATION: (Circle highest attained) 

Grade completed 10 11 12 College 1 2 3 4 Date of graduation 

Name of college or technical school Major 

Night school, business, correspondence, technical or apprentice work: 

Completion of Degree Yes No Dates attended: _____ To: 

SKILLS: 

Typing Office Machine: Computer 
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EMPLOYMENTRECORD 

Employci": 

Dates of Employment: _ l I To: I^ J 

Job TiUc: „ 

Employer Ad(faiess: ^ Hours per week: 

Supervisor's Nunc: 

Reason for leaving: 

Employer 

Dates of Employ meni; / / To: / / 

Job Title: ^ 

Employer Address: Hours per week: 

Supervisor's Name: ___^ 

Reason for leaving: .__^ 

REFERENCES 

Name Title Complete Address Telephone 

1. . 

2. 

3. 



I, the undersigned, am aware that former employers will be contacted for information 
concerning my work with them, that personal references will be checked. I further 
understand that, if reports are satisfactoiy, I will be employed for a probationaiy period of 
three months and that, if my woik is satisfactoiy, I will then continue on a regular basis. 

I have completed this application to she best of my ability and do swear that all information 
stated herein is accurate. 

(Signature) """"""" ' (Da£) ' 

Adapted from Lincoln Public Schools, Lincoln, Nebraska 
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Exhibit 4 



ADDITIONAL TEACHER AIDE APPLICATION INFORMATION 

Inftructions: This form is designed to gather irtformation which wit: be helpful in ma^ng 
hiring decisions and in placing prospective teacher aides in appropriate classroom settings. 

Volunteer Activities 

Activity ^^^0" 



Experience worlcing with children (other ti^ your own) 



Clerical Skills 

Typing Office Machines Computer 

Preference (please check) 

Regular Classroom Orthopcdically Handicapped Preschool 

Special Education Media 

Special talents or interests 

Arts Music StorytelUng „Crafts Games/Recreation 

Comments 



Adapted from Lincoln Public Schools in Lincoln, Nebraska 
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Emms 

SAMPLE EDUCATIONAL AIDE CONTRACT 



In accordance with the S Jaiy FrDgrain adopted at the June 3, 19 , Board of Education 
Meeting, yow wag^ for 19__-l9_ School Year has b«en adjusted to an hourly race of 
$ 



Hourly employees who work twenty (20) hours or more per week on a regular basis are 
entitled to a Leave Benefit (sick and approved personal) of three (3) days per year 
cumulative from year to year. New employees are eligible for Leave titer ninety (90) days 
of employment 

Hourly employees whr work twenty (2C) hours or more per week on a regular basis have 
the option to purchase Blue Cross/Blue Shield Insurance on the District Policy through 
payroll deduction. If you have any question, please call personnel. 

The beginning and ending dates, conference dates, and workshops will var^ from building 
to building and wUl need to be worked out with your Principal. Your vacation schedule 
will coincide with the 19 -19_ School Calendar as follows: 

AUGUST 26 -School Opening JANUARY 16- End of Sem. 

SEPTEMBER 2 Labor Day MARCH 27- APRIL 1 -Spring Break 

OCTOBER 24-25- — Teachers Convention MAY 26- -Memorial Day 

NOVEMBER 28-29 -Thanksgiving JUNE 5 End of Year 

DECEMBER 23-JANUARY 5-Winter Vacation JUNE 6 Record Day 

We look forward to your continued service to School District 66. If you have any 
questions, please contact me. Please sign and this letter to Personnel by > 19 . 

Sincerely, 



Assistant Superintendent, 
Personnel 



NAME/SCHOOL NO. OF HOURS SALARY 



LEAVE DAYS ACCUMULATED + 3 = TOTAL 



I accept the position listed above for the 19 -19 School Year. I understand that I am not 

scheduled to work during the vacation periods as set by the Board of Educattoji. 

YES. I accept the assignment as stated above 

SORRY, my plans have changed and I do not plan 

to return 

DATE _/_/_ SIGNATURE 

Adapted from Westside Community Schools, Omaha, Nebraska 
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SAMPLE CONFIRMATION LETTER 



Educational Service Unit #9 
1117 East South Street 
P.O. Box 2047 

Hastings, Nebraska 68901-2047 
Dear.^ : 

Enclosed please find three copies of the employment contract with the Educational 
Service Unit No. 9. 

If you elect to continue employment with ESU #9 under the tcims and conditions 
set forth in Unit Policy and the Non-Certificated Employee's Employment Contract, please 
sign all copies and return two copies to this office. Retain one copy for your records. 
Please return contracts by 

If you have questions, please contact this office. 
Respectfully, 



Administrator 
Attachment 



Adapted from Educational Service Unit #9, Hastings, Nebraska 
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The Educati«ial Sovice Unit #9 md mfiaffn) 
herewith jo^ coivviunt «ii4 »aN» !lMtt Ite 
to , ittbjeet to tenw ami coiiditioM fmmm Vmi> 

1. Empkiyee shall exeit his/her best f fft)rt as ». towMa the iiHemts of the 

Unit 

2. Employee shall be compensated (hourly, daily, weekly, moothbr) at a rate 

of , such compensation to he paid on the day of the month. 

3. Insurance and frinfe benefits shall be specified by Board Policy. 

4. Employee or the Unit may» upon 14 calendar days written notice . cancel this 
agreement 

5. Employee will perfonn such duties as are assigned by any superior designated by the 
Unit Administration or his or her designee without regard to any title or original 
assignment under this instrument 

6. Nothing herein shall be construed to vest any right in employee to employment by the 
Unit in any capacity other than as herein specifically provided. 

Dated the day of , 1 9 . 



(Employee^ (Authorized Representative of ESU #9) 



Adapted from Educational Service Unit #9, Hastings, Nebraska 
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Exhibits 

HOURLY AGREEMENT • TEACHER AIDE 



This agreement by and between the Board of Education of The School District of the City 
of Lincoln in the County of Lancaster in the State of Nebraska, fint party, and second 
party, hereinafter named, WrmSSSElH: 

1 . That second party named on the Personnel Action Fbrm has been elected to a position as 
a teacher aide in the public schools of the City of Lincoln, Nebraska; that this 
appointment is made and accepted subject to assignment when and where needed, as 
the superintendent of schools may direct This agreement is subject to the provisions of 
the school employees' state retirement law. Sections 79- 1601 to 79-1553, K.R.b. 
1943, and the Federal Insurance Contribution Act 

2. The salaiy, which shall begin when duties are actually assumed by second party under 
this agreement, shall be determined according to terms stated on the Personnel Action 
Form (PA). 

3. Firet party may terminate this agreement upon at least two weeks of advance notice; that 
second party may be released upon two weeks of advance notice in writing. 

4. That a retirement age of 70 years has been fixed by act of the Board of Education and is 
applicable to second party under this contract. 

5. It is agreed Uiat the Board of Education may require from time to time such physical 
examinations, tests and proofs of physical and mental fitness as it deems necessaiy in 
accordance with its rules and regulations. 

6. It is understood that employees of the Board of Education work under tiie provisions of 
the Nebraska Workmen's Compensation Law. Section 48-120 provides, in part, that an 
employee who incurs an accident while on duty in the schools may receive benefits of 
compensation only if he uses die services of physicians approved by die Board of 
Education. In case of injury, immediately notify the Oifice of Business Affairs for 
direction. 

7. It is also agreed that Uiis contract is subject to all nilcs and regulations adopted by the 
Board of Education of tiie Lincoln Public Schools. 

This agreement is made in parts marked "Original" and "Duplicate," and shall become 
binding if and when signed by the parties hereto and the "Original" copy hereof is returned 
to die Personnel Office vi ithin 10 days of date below. 

Signed tiiis day of , 1 9_ 



Assistant Superintendent for Personnel and For Second Party 

as auUiorized by the Superintendent of Schools _ 

and die Board of Education For First Party Address 

Adapted from Lincoln Public Schools, Lincoln, Nebraska 



SAMPLE SAURY SCHEDULES FOR PARAPROFCSSIONALS 



and training. AmHomttsMUsMdiXptni^ 



RESOURCE ROOM MILO/MODERATEROOM SEVERE/PROPOUND 

ROOM 



Level 1 - Paraprofessional who is in his/her Tint year of employment in the district and/or 
has received up to 20 hours of ^proved inservice training or college credit. 

Level 2 > Paraprofessional who is in his/her second to fourth year of employment in this 
district and/or nas received up to 35 hours of approved inservice training or college credit. 

Level 3 • Paraprofessional who is in his/her fifth or more year of employment in this 
district and/or has received moce that 45 hours of approved inservice training or college 
credit. 



Samplel 
Experience Based Salary Scale 



Stepl 
Step 2 

Step 3 
Step 4 

Steps 
Step<^ 



4.20 
4.35 
4.50 
4.65 
4.80 
4.95 



4.45 
4.60 
4.75 
4.90 
5.05 
5.20 



4.75 
4.90 
5.05 
5.20 
5.35 
5.50 



Sample 2 
Training Based Salary Scale 



Level 1 Level 2 



Level 3 



Si)pl 
Step 2 
Step 3 
Step 4 

Stfpl^ 



4.20 
4.30 
4.40 
4.50 
4.60 
4.70 



4.75 
4.85 
4.95 

5.05 
5.15 
5.25 



5.30 
5.40 
5.50 
5.60 
5.70 
5.80 
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Exhibit 10 

ETHICAL CONSIDERATIONS FOR PARAPROFESSIONALS 



...Engage only in non-instructional or instructional activities in which qualified or 
trained 

...Discuss a child's progress, limitations, and/or educational program only with the 
supervising teacher. 

...Discuss school problems and confidential matters and administrative and school 
problems only when students are absent 

...Express differences of opinion with the supervising teacher only when the 
students are absent from the room. 

...Respect the dignity and self worth of all students. 

...Do not engage in discriminatory practices based on a student's handicap, race, 
sex, cultural background, or religion. 

...Responsible to see that the best interests of individual students are met. 
...Serve as a positive role model 

...Engage in behavior management strategies which are consistent with standards 
established by the local school district 

...Follow the grievance procedures outlined by the local school district. 

...Do not communicate progress or concerns about students to paients. 



From Vasa, S.F., Steckelberg, A.L., & Ronning, L. (1983). Guide for cffcciive 
uriliy.ariftn of paT a profexsionals in snecial education . The University of Nebraska- 
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Utilization of Paraprofessionals 

Exhibit 1 - Special Education Paraprofessional Roles and Responsibilities B3 

Exhibit 2 • Sample Job Description for a Special Education Teacher Aide B5 

Exhibit 3 • Job Description ^"^ 

Exhibit 4 - Job Description for Teacher Aides in the Resource Room B9 
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Exhibit 1 



B3 



SPECIAL EDUCATION PARAPROFESSIONAL ROLES AND 

RESPONSIBILiTIES 



the situation, 

ROLE - The special education paraprofcssional's role is to assist the teacIiCT and ^ow 
S^SJ effSvcSition of the teacher's abjUties.and profcssiond tao^^^^ By 
SnB this role, improved imtroction and service for children s facihtatcd. TTic roles ot 
"hSthi paP)fessional require diffeitnt levels of trainmg and experience. 

RESPONSIBILrnES - The responsibUities of paraprofcssionals are gencraUy supjxjrtive 
in^nui. The supervising teacher assumes primary responsibihty for students and 
classroom. 

{«^imfrYi finyT<»flcher 

1. Diagnoses educational needs. 

2. Plans instructional programs. 

3. Grades student performance. 

4. Takes complete responsibility for 
new concepts, skills and each new 
classroom activity. 

5. Revises instructional programs. 



6. Designs instructional materials. 

7. Designs and implements 
behavior intervention plans. 



8. Communicates with parents. 

9. Responsible for discipline. 



1. Scores and compiles dau associated with 
informal assessment. 

2. Assists with the planning process; copies, 
iranscribes, types, files, etc. 

3. Checks and scores student work. 

4. Reinforces and reviews concepts and skills. 
Assists students in performirg 
activities initiated by the supervising teacher. 

5. Monitors student progress in instructional 
programs and relates findings to supen'ising 
teacher. 

6. Constructs materials designed by the 
supervising teacher. 

7. Monitors and reinforces student performance 
concerning behavioral interventions through 
obseivation; assumes data collection, 
compilation and other record keeping duties. 

8 Maintains records associated with parent 
conferencing procedure, confirms dates, etc. 

9. Disciplines students following behavior 
management techniques set up by the 
supervising teacher. 
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10. Attinds ixmym mettingi. 10. Attends piofetsioiiil development nMetinff 

forpnyriproffitioiMai. 

In addition, thf pariMPfeuional'i duttei are restiicted by Uw. Uited below ii i Uit of 
do'i and don'ti for m pamprofeiiional. 

P»raprore(RkNiil myi PMiiNnoMoiiil my not: 

1. Be left alone in the claiiroom. in a 1. Bo vied as a subitinite for ceitiflcd 
planned way, when the supervising tieachers. 

teacher is called away. 

2. Woik without direct supervision with 2. Teach completely new concepts and skills, 
individuals or groups of students on 

concepts introduced by the supervising 
teacher. 

3. Have specific instructional and 3. Be aiven primary responsibility for working 
management responsibility for students, with individual students. 

4. Be involved in student staffings. 4. Be assigned to attend student stafTmgs in 

lieu of the supervising teacher. 

5. Be used to support the integration of 5. Be ^iven primary responsibility for the 
exceptional students in regular classes mainstreaming effort of one or more 

by tutoring studenu in regular class students or used to teach regular curriculum 
assignmenu and giving tests orally. content to nonhandicapped students. 

6. Be assigned record keeping tasks 6. Be used to carry out clerical responsibilities 
relevant to classroom assignment. usually assigned to other staff members in 

the building. 

7. Aide the teacher in supervising 7. Take full responsibility for supervising 
assemblies and group fleld trips. Held urips. assemblies or to take other non* 
Take individual students on school teaching duties usually assigned to teachers, 
related errands, job interviews, e.g., extra duty, school related errands, 
recreation, or shopping. and school clubs. 



Adapted from LoweU Alexander, Wyandotte County Special Education Cooperative in 
Kansas City, Kansas 
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SAMPLE JOB DESCRIPTION FOR A SPEOAL EDUCATION 

TEACHER AIDE 

Instradions: This sample descnption has several uniaue aspects. Duties which aides rnay 
^^l^tcar^omi^speciJUd. In addition it o2nes the approxmite<^mt of tm^ 
Tb^m inv^ous typeiofdcHvities. Finally both evaluation and supervision 
parameurs are discussal. 

Job Title: Special Education Teacher Aide 

Job Requirements ^ ^ . ,^ 

1 . Evidence of good mental and physical health 

2. Correct articulation and language use 

3. Attend and meet success criteria of required training program 

4. Eighteen years of age or older 

Duties 

* a. ^Carnr^out remedial or developmental activities as directed by the certificated 

b Mclmtuid chat behavior for each target as directed by the person in charge, 
c' Assist teachers and specialists in collection and preparation of instrucuonal 
materials and equipment, 

d. Record session effectiveness, 

e. Maintain a time log of activities, 

f. Maintain good public relations with parents and staff. 

2. They will not: 

a. Engage in diagnostic activities, 

b. Make prescriptive judgements, . . , . j .-^^ 
c Relieve any certificated person or professional of supervisory duues, 

d". Be utilized in any activities with children other than those designated in the 

e. Sminate information regarding chUdren without permission of the specialist 
or teacher. 

Approximate Division of Time (based on 30-hour week) 

1. Direct work with children: "70 

2. Recordkeeping: i 

3. Reporting to teacher or specialist: ^ 

4. Receiving and discussing assignments: 

5. Inservice training: ^ 

6. Ptcparation of materials and equipment: 
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Emhiilkiii 

1. m tides wm be eviliialedtt least once each nine MsdoL 

2. A teacher or specialist win eonduettfieevalttaiioii. ^ . ^ « . ^ 

3. The evaluaikw win he based 00 an objective measuie of cop^ 
duties, cfiterioo 9S%. on a snbijectiv* ntinf Kale 0-10, criterion 6.0. 

4. FailtttelomeetcriieriaiiiQfetiianoMeayeiririUleadiodis^^ . . . . , 

5. mevalaattv 11^ diseett the evaluation lesiiliswitfi each aide ^ 
(or other appropriate adininistraior) in numen peitaininf to disinc^ 

Supervision 

1. The aides will be direcdy responsible to the teacher or specialist in imtnictional 

support role matters. 

2. The aides wiU be responsible to the buiklinf administrators in matters pertaini^ 

district policy. 

3. The aides wiU be iresponsible to die appropriate member of the adnmustnitio^ 
mitten that are not cleariy defined in ( 1 ) or (2) above. 



From: Hiltbninner, C. L Using instructionil aides with exccptionil children. SlSffli 
r^«mgr Workshop. 1976. 
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JOB DESCRIPTION 



TTTLE: Special Education Paraprofessional 

DEFINrriON: An instructional paraprofessional is one ^hote tripled to ^^^^ 
suDOort the teacher, but who docs not assume the prunanr ^^W^wUty i<^^ 
cSm! This definition also appUes to those paraprofcssionals who may hold 
degrees and certificates. 

PURPOSE: To improve the quality of tlie educational program offered exceptiorul children 
VK«ti:iS of children with devices and unique learning styles. 

2. SSim?leSS?t!ctiJte to meet the needs of a broad range of exceptional 

children. , j.j 

3. Evaluate and redirect instrucuonal programs as neeaed. 

QUALinCATIONS: Prefer high school diploma. Prefer residem of county in which 
employed. 

i7YPirnn?MrF' Preference civen to those with classroom experience as a special 

Soi ^^ssSnal or experience within the special education field or w,lh 
handicapped children. 
PRIMARY FUNCTION: To assist in implementing a program for special education 
students. 

!<! Ar COUNT ABLE TO: The assigned supervising teacher, the special education director, 
^ ^^^^d ina iTsser cap^^ to thf ^m^g principal, and ultimately the board of 
education. 

2. Work with (tutor) individual pupils. 

3 Work with small groups. . . 

4* Drill the entire class on foUow-up or reinforcement acuviues. 

5 /Sist in dSating materials for the instructor for use m the classroom. 

6! Correct papers and check the work of students. 

7 Assist with classroom housekeepmg chores. «, «„«ffi,- 

8. ft^insmictional aids, games, and bulletin boards at the discretion of the 

9. pSfonn wious clerical duties within the classroom. 

10 SupcrWse students on buses and at dismissal and on field trips. 

\k S ciS^SToStW set up by support personnel (OT. PT. speech). 
r-nii iTCDAl RrNEFITS- Benefits are based on school board poUcy regarding mileage, 

one-half fringe and sick leave benefits). 



o 
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EVALUATION; Evaluation ii conducted by the supervising teacher on paraprofessional 
evaluation form which relate to job description objectives. Minimum standards of 
evaluation: Once evh month. May be conducted at any time and as often as 
evaluator deems necessaiy. 

TERMINATION OF EMPLOYMENT: Employment may be tenninated upon two weeks* 
notice by either party at any point in time, with ' ,« approval of the Director and 
school board 



From Doniphan County Education Cooperative #616, Bcndena, Kansas. 
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Exhibit 4 

JOB DESCRIPTION FOR TEAC HER AIDES IN THE RESOURCE ROO M 

L Eesponsibilitics to Resource Specialist 

A. Gerksl 

1. Keq>in^ daily attendance 

2. Recording grades 

3. Correcting papers ». „ • u ^ 

4. Help maintain physical classroom environment, e.g., buUeUn boards 

5. Inventofying materials 

6. Getting out and ptting away instructional materials 

7. Making instructional materials 

8. Caring for and operating audiovisual equipment 

B. Instructional 

1. Carrying out instructional activities as planned by the teacher 

2. Assisting the teacher in classroom behavior management as designated by the 
teacher 

3. Providing objective feedback to teacher on student progress and behavior 

4. Carrying out specific activities with students mainstreamed into regular classes 
as directed by the resource specialist 

n. Responsibilities to Classroom Teacher 

A. Maintaining effective communication with teachers 

B. Providing feedback to teacher on progress of students tutored in the regular 
classroom 

m. ResponsibUities to the Student 

A. Establishing a positive working relationship with students 

B. Giving directions to students in an understandable way 

C. Locating and using designated materials 

D. Providing student with feedback and reinforcement on his or her performance 
consistent with teacher's behavior management plan 

IV. Responsibility to the Administration 

A. Follow all rules and regulations relating to school and district policies: 

1. Know and use chain of command for requests and grievances 

2. Be responsible in the use of time 

3. Know and follow emergency procedures 

4. Know and keep school schedules and procedures 

5. Complete material and supply requisitions 

6. Be familiar with the discipline philosophy and procedures 

B. Know and follow the goals and job descriptions of a paraprofessional 
C Maintain ethical standards and code of dependability as expected of all 

professionals 

From Vasa, S.F., Steckelberg. A.L., & Ronning, L. (1983). finif l n for effective . 
iitiliTation of pani p rpf<^^i«"als in snecial education . The University of Nebraska-Lincoln. 



Appendix C 
Paraprofessional Training Programs 



Exhibit 1 • On-thc -Job Training Planning Guide C3 

Exhibit 2 - Paraprofessional Needs Assessment C4 

Exhibit 3 • Survey Regarding Resource Teacher Aides C5 

Exhibit 4 - Needs Assessment -^^ 

Exhibit 5 - Sample Prcservice Orientation Program C? 

Exhibit 6 • Prcservice Education Agenda CIO 

Exhibit 7 - Competency Based Paraprofessional Training Program C12 

Exhibit 8 • Training Program Recording Form C 16 
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Exhibit 1 

ON-THE>JOB TRAINING PLANNING GUIDE 

Instruct: Thisdoctimaawasdevehpedtoprovukasyste^ 
training program for paraprofessionals white they are on the job. The guuie is meara to be 
an ongoing docwiientfarZliUng training goais and objectives to paraprqfessional training 
throughout the school year. 

ASSESSMENT OF PARAPROFESSIONAL NEEDS: 
Interests: 



New Assignments/Responsibilities: 
School Policies/Assignments: 

Skills (Classroom Management, Tutoring, Organization, Communication, etc.): 



ANNUAL GOALS: 
1. 

2. 

3. 

SHORT TERM OBJECTIVES CLASSROOM ACTIVITIES EVALUATION 

_ 

2. 
3. 
4. 
5. 
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£iliibit2 



PARAPROFESSIONAL NEEDS ASSESSMENT 



Instructions: Thisisas<mipUneedsassessmemu>pro^iJomath 

su^ about potential in-service training activities for^raprcfesswnals. The mtrum^nt is 

designed for ease cf administration and mrmal su^ time. 

ROLES AND RESPONSTOILmES FOR PARAPROFESSION ALS 

Role in Individual Educational Plan development 

Historical development of the paraprofessional movement 
Roles of specialized paraprofessionals 
~ Role of paraprofessional m special education 

DISaPLINE/BEHAVIORMODI^CATIO^mOTrVATION 

Managing student behavior 

Dealing with agaessive behaviors ^ 

~^ Using games to increase learning and motivation 

COMM UMCATON^^^^^^^^^ ^.^ teachers, administratonj, parents, and students 
Dealing with conflict 



INSTRUCTION TECHNIQUES 

How to collect and record data on student progress 

Operation of audio-visual equipment 

Individual learning styles 

Tutoring skills and implementing lesson plans 

HEALTH/SAFETY/SPORTS 

Emergency first aid 

Conununicable diseases in the classroom 

Identifying abused children 

' Sports for the handicapped/Special Olympics 

PHYSICAL/OCCUPATIONAL/OTHER CONCERNS 

Assisting the physical/occupational therapist 

Corrective positioning 

Feeding techniques 

Toileting methods 

SPEECH/LANGUAGE/HEARING THERAPY 

Sign language 

Limguage support in the classroom 

Assisting the speech/language pathologist 

Assisting the school audiologist 

OTHER CONCERNS 

Adapted from Sumner County klucauona l Services Interlocal, District #6ii^ m WeUington. 
Kansas. 
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Eiliibit3 

SURVEY REGARDING RESOURCE TEACHER 
AIDES/PARAFROFESSIONALS IN SPECIAL EDUCATION 



Instructions: Please circle th^ response to each item which indicates your opinion of the 
level aftraininiyouhavereceiyedineachof the following areas: {KEY: ^Inadequate, 
2»Less than adequate, 3* Adequate, AmMore than adequate, S»Most adequate) 

1 2 3 4 5 
1 2 3 4 5 



1. School policies 

2. Legal and ethical issues of being a paraprofessional 

3. Job role expectations and responsibilities of a paraprofessional 1 2 3 4 5 

4. Knowledge of students' handicapping conditions 1 2 3 4 5 

5. Techniques ofbehavior management/physical control 1 2 3 4 5 

6. Student tutoring techniques 1 2 3 4 5 

7. Construction and use of instructional materials 1 2 3 4 5 

8. First aid and safety 1 2 3 4 5 

9. Monitoring students 1 2 3 4 5 

10. Handling confidential information 1 2 3 4 5 



Adapted from Educational Service Unit No. 9, Hastings, Nebraska. 
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Eiliibit4 
NEEDS ASSESSMENT 



Instructions: Ptease indicate your level of interest or need for preservice or inservtce 
training in the following areas: 

NcMi/Interest 

None Some Much 

1. Knowledge of handicapping condition of students 

with whom you work 



2. Knowledge of specific job responsibilities and duties 

3. Provide written or verbal feedback to 
classroom teachers on student progress (includes 
charting or graphing) 

4. Knowledge of code of ethics (i.e., what to say or not 
to say to parents/staff about a student) 

5. Carry out instructional strategies for 
individual students, using specific classroom 
materials 

6. Competence in implementing behavior management 
strategies for individual students 

7. Knowledge of special education program goals 

8. Familiarity with school policies (i.e., supervision, 
salary, hours, liability) 

9. Ability to handle emergency situations (first aid, 
fire drills) 

10. Knowledge of audio visual equipment, adaptive 
equipment, and school facilities 



Arc there any other areas in which training would be beneficial? ''lease identify: 



THANK YOU! 



Adapted from Westside Comumunity Schools, Omaha, Nebraska. 
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SAMPLE PRESER VICE ORIENTATION PROGRAM 



Instructions: This sampte program was dgveloped as part cfa course requirement in 
Special Education 988, Resource Personnel as Consultants, the University of Nebraska- 
Lincoln, in the spring (^1979. The staff development specialist is responsible for 
coordinating the training program. 

OBJECTIVES OF A PARAPROFESSIONAL TRAINING PROGRAM 
The paraprofessional will: 

1. be able to define his/her job description verbally or in writing; 

2. know the ethical standards and code of dependability as set forth in the school policies 
manual; 

3. be familiar with the school facilities relating to their job and will be provided with 
information about the remaining facilities; 

4. demonstrate the appropriate procedure for using audio-visual equipment and 
duplicating instructional materials; 

5. demonstrate skills in handling emergencies in simulation, such as fire drills, first aid: 

6. be skilled in behavior management strategies and demonstrate skill in role-playing 

situations; 

7. know classroom rules and consequences of inappropriate behavior; 

8. conmiunicate the philosophy of a paraprofessional's goals and purposes; 

9. demonstrate skills necessary in carrying out instructional strategies and clerical 
responsibilities in the classroom; 

10. be able to provide accurate written feedback to the teacher on student progress and 
behavior to enable the teacher to prescribe a suitable learning activity; and 

1 1. state verbally the program goals for the special education department. 



C8 

TRAINING PROGRAM ACTIVmES 

Large Group Activities 

The paniprofessional trainees will: 

1. meet with a school adininistrator to discuss the ethical standards and code of 
dependability of their position; 

2. receive a tour of school facilities led by a school administrator 

a. The administrator will identify areas important for all 
school personnel to know. 

b. The administrator will acquaint the trainees to the school 
schedule, school routine, school dress code, etc.; 

3. be given instruction by media specialist about the appropriate procedures in checking 
out equipment; 

4< receive instruction in behavioral management strategies to include positive 
leinforcement, negative reinforcement, extinction, etc. ; 

5. receive instruction on due process, school policy and the philosophy behind the 
school's discipline approach; 

6. meet with the program coordinator to discuss the goals and purposes of the position 
with the trainees; and 

7. meet with the school nurse to discuss emergency health treatment and learn about the 
referral system for any health problems. 



Small Group Activities 

Tht paraprofessional trainees will: 

1. discuss alternative and appropriate responses when given ethically compromising 
situations; 

2. demonstrate and/or discuss appropriate actions when given emergency situations; 

3. respond with appropriate behavior management techniques when presented with 
simulations of uuippropriate behavior, and 

4. accurately report, in writing, the observable behaviors presented in the simulation in 
activity 3. 
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Individual Aotivitks 

The paraprofessional trainee will: 

1. receive a written job description from the teacher, and have an opportunity to react to 
and discuss the job description; 

2. receive a tour by the supervising teacher of the school faciUties directly related to the 
specific position; 

3 receive a written Ust of the classroom rules and discuss vdth the teacher the 
consequences of behavior inconsistent witli these rules; 

4. receive instruction from the teacher related to materials and instmcUonal materials; 

5. receive instruction from the teacher concerning clerical responsibUities; and 

6. receive instrucUon from the teacher concerning ways to give feedback on student 
learning and behavioral performance. 

Evaliution of Trainee's Performance 

The paraprofessional trainee will: 

1. be evaluated in the following categories - 

a. personal willingness to learn and participate 

b. courtesy and personal behavior habits 

c. attitude response to emergencies and new ideas 

d. relating with children; 

2. show an understanding in the areas of behavior management strategies, learning 
theory, individualized tutoring techmques, and role descnpuon; 

3. demonstrate an understanding of the ethics and responsibiUties of the position; and 

4. be able to demonstrate competence in operating audio-visual and duplicating 
equipment 



Froin course materials Special EducaUon 988, Resource Personnel as Consultants, 
^ oi^TSf^S^^^^ and Communication Disorders. Umvcrsity of 

Nebniska-Lincoin, 1979. 
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Exhibit 6 



PRESERVICE EDUCATION AGENDA 
(Snday Workshop) 



Instructions: The foliowing outUne describes a five day workshop designed to be delivered 
to paraprofessional prior to the beginning of the school year. 

Theme: Paraprofessionals Prescrvice Workshop 

Farticipants: Paraprofessionals 

FIRST DAY 

Objectives: 1. Overview - Special Education 

2. Define the role of the paraprofessional 

8:30-9:30 Opening sessions - Orientation to workshop 

9:30- 1 1 :00 Discussion work groups - Paraprofessionals, by assigned area of 
exceptionality, meet with appropriate coordinator. Task is to 
gain specific knowledge regarding area of exceptionality to 
which the paraprofessional has been assigned. 

1 1 :00- 1 1 :45 Summary session - Each group presents any common concerns that might 
affect the entire group. 

1 :00-4:00 Role of the paraprofessional - Pai iprofessionals participate in small group 
discussion regarding duties and responsibilities. 

4:00-4:45 Summary session - Coordinators present common concerns brought up in 
the previous session. 

SECOND DAY 

Objectives: 1 . Defining the role of the paraprofessional (continued) 
2. Introducing the paraprofessional's responsibilities 

8:30-10:00 Role of the paraprofessional (continued) - Small group discussion regarding 
policies and procedures; job ethics; do's and don'ts; the instructional team; 
relationship with students, parents, teachers, and administrators. 

10 00-12:00 Introduction to classroom responsibilities - Small group discussion 

regaixling behavioral areas; academic areas; child growth and development; 
lesscm planning; classroom management. 

1 :004:00 Visitation to assigned schools or special centers - Individuals visit the sites 
where they are to be assigned for a general orientation and visit with 
personnel. 



Cll 

THIRD DAY 

Objectives: 1. Infonnation session 
2. Assigning buddies 

R.'iO.n oo Ckncral sessions - Personnel matters: Uccnsing. benefits, school calendar; 

p^JlSSm^^^ considerations; schooUommumty itlauons; in-house 
communications. 

1 00-3:00 Assigning buddies - Each paraprofessional is assigned an experienced 
buddy for a do's and don'ts session. 

3:00-4:00 Summary session - Paraprofcssionals share concerns of interest to the entire 
group. 

FOURTH DAY 

Objectives: 1. Discussing inter-agency cooperation 
2. Identifying community resources 

8:30-9:30 General session - Inter-agency cooperation 

9 30- 1 2 00 Carousel (tound-robin) sessions - Small group sessions conducted by 
9.30 U.W ^"^^^titivcs of various community alUed agencies, e.g., human 

Ses. natural resources, family and children's services vocational 
rehabilitation, etc. Paraprofcssionals rotate in small groups unai all 
agencies have b<»n covered. 

1 :00-4:00 Visitation to selected community allied agencies 
Finn DAY 

Objectives: 1 . Discussing school system support services 

2. Introducing simulation activities 

3. Reporting to assigned classroom stations 

8- 30-9-30 General session - Overview of support services available to children in 
8.30 9.3U ^^^^^ucation; e.g., physical, Occupational, art, music, and speech 

therapy . 

9- 30-12:00 Simulation activities - Simulations of typical classroom situations that the 

paraprofessional might encounter. 

1 :00-4:00 Reporting to assigned school or center. 



Adapted from Greer. J.V. (1978). Utilizing paraprofcssionals and volunteers in special 
education, fmi^ m ^^"tyWm^ rhildren. 1Q(6). 1-15). 
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Exhibit? 

COMPETENCY BASED PARAPROFESSIONAL TRAINING PROGRAM 



Instmctions: Foltamng is a mem-type approach to a comprehens' t iratmng program for 
paraprqfessionals in special education. The topics are presented m moduk form and are 
adapted from a paraprofessionai training program from the Wyandotte County Social 
Education Cooperative in Kansas City, Kansas. 

MODULE I - ORIENTATION 

A. JOB EXPECTATIONS AND TRAINING 

The paraprofessionai will: 

1. demonstrate familiarity with the school handbook and their written job description; 

2. demonstrate a knowledge of what training expectations are required; and 

3. submit a training plan as required. 

B. IMPROVING TIACHER/PARAPROFESSIONAL RELATIONSHIPS 

The paraprofessionai will: 

1 . demonstrate knowledge of how to improve communicatim skills; 

2. demonstrate an effort to get to know the lead teacher by conducting an interview and 
documenting responses; 

3. along with the lead teacher, correctly respond to simulated situations that depict role 
conflicts; and 

4. along with the lead teacher, discuss behavior management strategies that the lead 
teacher uses. The paraprofessionai will demonstrate knowledge of correct 
discipline measures through role playing activities. 

C. BASIC EMERGENCY PROCEDURES 

The paraprofessionai will; 

1 . demonstrate undentanding about emergency procedures; 

2. demonstrate knowledge of three types of seizures and procedures to follow; and 

3. demonstrate knowledge of school disaster and fire drill procedures. 

MODULE n - INSTRUCTIONAL TECHNIQUES 
A. BASIC SKILLS OF INSTRUCTION 
The paraprofessionai will: 

1 . demonstrate good tutoring skills when given a simulated situation; and 

2. demonstrate coirect reinforcement, correction, and cueing techniques. 
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R EFFEOimYimLIZING AUDIO AND VISUAL MEDUro^ 
The paraprofessional will: 

1 . demonstnte the appropriate use of audio visual equipment; and 

2. demonstrate knowledge of how to use the instructional media center. 

MODULE m ' ASSESSMEI^ RESPONSIBILmES 

A- ASSESSMENT. MONITORING AND EVALUATION OF THE SPECIAL 
EDUCATION STUDENT 

The paraprofessional will: 

1 . list those roles of assessment and evaluation that are appropriate for a 

paraprofessional; and 
2 identify and demonstrate informal assessment techniques. 

MODULE IV . COMMUNICATION SKILLS 

A. WRTTTEN AND ORAL COMMUNICATION 

The paraprofessional will: 

1 . demonstrate ability to write observational summaries; and 

2. demonstrate an ability to give verbal reports of observations. 

B. TECHNIQUES TO IMPROVE COMMUNICATION 
The paraprofessional will: 

1. list and explain elements of good communication and factors that cause poor 
conununication; and 

2. identify important listening skills. 

MODULE V - ETHICAL AND LEGAL RESPONSIBILrnES 

A. THE PARAPROFESSIONAL ROLE WrraCONmENTLU- INFORMATION 

The paraprofessional will: 

1 . list types of information that are confidential; 

2. correctly respond to simulated situations depicting confidentiality issues; and 

3. list the school regulations regarding the storage and use of confidential files. 

B, KNOWLEDGE OF CTATE AND FEDERAL LAWS REGARDING THE 
HANDICAPPED 

The paraprofessional will: 

1. demonstrate an awareness of Federal and state laws that protect the handicapped 
and their families. 
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C. PAIUreOFESSIONAL'S ROLE IN THE SCHOOL 
The |>anprofessional will: 

1. dcmonstnte an awareness of sttte and school guidelines regaiding the lole of a 
paraprofessionaL 

MODULE VI . DISCnUNE ALTERNATIVES 

A. CLASSROOM MANAGEMEOTSrrRATEGIES 

The paraprofessional will: 

1. dcnwmtnte knowledge of specific behavior managcm«t$tr^ 

2. c«i)lain the use of behavior nianagcmentstratepam simi^^ 

3. deWstratc a knowledge of school pohciesretotmg to disciriinc. 

4. demonsSatc the abiUty to recognize danger signals that a student is losing control, 
when given a simulated situation; ^ - • „ 

5. demonstrate a knowledge of when it is appropriate to use restraimng 
techniques, when given a simulated situation; and . i.,.^ ci»,.atinn 

6. dwionsSS appropriate restraining techniques, when given a simulated situation. 

B. SELF-CONCEPT 

The paraprofessional will: 

L demonstrate knowledge of how self-concept is enhanced; and 
2. demonstrate techniques to improve self-concept 

MODULE Vn . MEDICAL ASPECTS OF THE EXCEPHON AL CHD-D 

A, MEDICATION AND THEIR EFFECTS 

The paraprofessional will: 

1 demonstrate knowledge of the policies regarding medications; and 
2. demSte knowledge of side effects of various commonly prescribed medications 
for special needs smdents. 
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miNINGDOCUMEOTATIONK>RMPORa)MPETENCTBASEDPROGRAM 



Name 
Address 
School Assignment 



Phone 




Supervising Teacher, 



Level_ 
Area 



Years in Current Setting 



Year Filed .Degree, 



Hours of Preservice Training Inservice Hours Completed 

MODULE I • ORIENTATION: 



Hours: 
Hours: 
Hours: 
Hours: 



MODULE n - INCTRUCnONAL TECHNIQUES: 

Hours: 

Hours: 

Hours: 



MODULE ra- ASSESSMENT RESPONSIBlLrnES: 

Hours: 

Hours: 



MODULE IV - COMMUNICATION SKILLS: 

Hours: 

Hours: 

Hours: 



MODULE V . ETHICAL AND LEGAL RESPONSIBlLrnES: 

Hours: 

Hours: 

Hours: 

Hours: — 



MODULE VI . DISCIPLINE ALTERNATIVES: 

Hours: 

Hours: 

Hours: 



MODULE Vn - MEDICAI. ASPECTS: 

Hours: 
Hours: 



Adapted from Wyandotte County Special Education Cooperative in Kansas City, Kansas. 
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TRAINING PROGRAM RECORDING FX>RM 



Instructions: The traning program is designed to be used in corywictionmth a amq)etency 
based training program. The form pmvides a means of recoil keeping and accowitd>iUty 
regarding parapr^iessional completion of training competencies. The advantage of this 
type of form is the opportunity for individualization cf training for pareqfrcfessionah with 
differing backgrowid experiences and sHlls. 

NAME SCHOOL ASSIGNMENT. 

STARTING DATE OF PLAN END DATE OF PLAN 



DISABILITY AREA 



ORJENTATION LEVEL i 

A. Required of all instructional paraprofessionals. 

Date completed Hours 

1. General orientation of policy and procedure 

2. The role and legal respOTsibility of the 

paraprofcssional 

3. Emergency procedures for the paraiMX)fessional 

B. Characteristics of the exceptional child, an overview: Select one hour of training from 
your area of disability 

Date completed Hours 

1. Learning disabled and 

maladjusted child 

2. Mentally handicapped 

3. Sensory impaired - vision, speech, 

hearing, and physically . 
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LEVELn 

Remiin ' for aUparapn^esshnabthm teach trainable, muli- handicapped atid 
omopedicalfy msabled. 

Date completed Hours 

I . Cardio>pulmoniiy resuicititioo (CTR) . 

This is designed for the new paraDrefessional that has just been assigned to a disability 
area. Please indicate the anahemv. 

1 Chancteristici of diiibility aica(8) ^ 

MentaUy Handicapped Learning Disabled 

Pwioftw and Social Adjustment Hearing Impaired 

OrtfaopedicaUy Handicapped Vision Impaired 

Other 

3. The abuied child 

4. How to protect yourself in violent 
situations. Appropriate restraining 

techniques 

5. Overcorrection as a technique in 

eliminating inappropriate behavior 

6. Discipline alternatives 

7. Behavior managft'^t 

8. Student self-concept 

9. The effects of medication 

10. Pathways to professional growth 

I I . Language stimulation and overview 

i 2. Community agencies 

13. The utilization of audiovisual aids _ 

14. Special techniques for transfetring die 

phyiiUUy handicapped child — 

15. Basic ccmponenti of reading instruction 

Adapted from Wyandotte County Special Education Cooperative in Kansas City, Kansas. 
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Exliibitl- 




, ..D3 


Exhibitl- 


Sample Conference Guide for the Paraprofessional and Teacher. . . . 
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Exhibit 1 

S ANOPLE REQUIREMENTS FOR SUPERVISORS 



Instnidioiis: The following is an exmple cf supervision requirements for speech 
pathology and audhlogy not employed in public schools. 



7M, 195.08 rrnnmimlcaHon flid»! gingrvison duties. 

(1) When supervising the communication aide, the supervising audiologist or speech- 
language pathologist shall: 

(a) Provide direct onsite supervision for the flrst treatment session; 

(b) Provide direct onsite supervision of at least twenty per cent of all subsequent 
treatment sessions per quarter; 

(c) Provide regular and frequent inservice training, either formal or informal, which is 
directly related to the particular services provided by the communication aide; and 

(d) Prepare semi-annual performance evaluations of the communication aide. 

(2) The supervising audiologist or spec -language pathologist shall be responsible for all 
aspects of patient treatment. 

From: Laws 1985, LB 129, §30. Effective date February, 1985 



7M» 195.09. rnifimiinlgaHnn aide suDcrvisnr! report required. 

The supervising audiologist or speech-language pathologist shall provide the 
communication aide with an evaluation, supervision, and training, including at least ten 
hours each year of inservice training in areas related to the services provided by the 
communication aide pursuant to section 71-1, 195.08. Such training shall be verified by 
annual reports to the department. The audiologist or speech-language pathologist shall 
keep accurate records of such evaluation, supervision, and training. 

From: Laws 1985, LB 129, §31. Effective date February, 1985 



From: 1985 Stote of Nebraska, Statutes, Rules and Regulations Relating to; Audiology and 
Speech Pathology, Department of Health, Bureau of Examining Boards 
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SAMPLE CONFERENCE GUIDE FOR 
THE PARAPROFESSION AL AND TEACHER 



Instructions: The coiffertnetptain^i^Ukcanbeutaatdto make 

teacher and the paraprcfessional more comismt and io^ The pUuimng guide 

also provides accountability and documentation of supervision and training. 

A standing daily/weddy conference between the tuperviitng teacher and aide provides 
for planning and scheduling of upcoming events and objectives. In addition, conferences 
can be used to evaluate the effectiveness of past activities. Following are elements of a 
good conference between a teacher and aide: 

. . . Determine in advance the purpose and/or content of the conference. 

. . . Meeting times should be consistent 

. . . Conferences should be at a site accessible to instructional materials and free of 
interruptions and distractions. 

. . . Conferences should be positive and oriented to problem solving rather than be 
teacher dominated. 

. . . Discussion should be pertinent and efficient and end when the purposes have been 
met. 

While the topics of each conference will very, Heller and Pickett (1983) list general 
topics that can be handled well in the weekly conference: 

- individual educational plans (lEP's) 

- lesson pUuming Oong>and-short-range plans) 

- teaching strategies 

• pupil progress evaluation 

- pupil interest 

- parent-teacher conferences 

- district philosophy 

- ordering tupphes 

• routine duties 

- classroom management 

• materials and resources 

• pupil records including cumulative records 

- pa n qprofe ssi onal/teacher liability 

• school-community events 

• en^>loyment procedures 

- organizations and meetings 



Time: D»tc: / / — Site: „ 

PREPARATION FOR MESnnNG -- Who is to bring what? - 
Teacher. 

Paraprofessional: 

TOPICS/AGENDA - What is going to take place? - 

1. 
2. 
3. 
4. 

DISCUSSION RECORD - What took place at the meeting? - 



RESOLUTION/ASSIGNMENT - What will we do? - 
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PARAPROFESSIONAL TIME AND ACTIVITY LOG 



Instnictic^is: The Time and Activity Log is designed to provide a measttrtof aecoHntability 
for paraprofessionals as well as a means to determine whether the staff member^is meeting 
the job or role description for a specific position. 

The pamprofessional should record the date and length of time each activity was engaged 
in. Time should be recorded to the nearest IS-minute interval. The time and activity rows 
should be totaled at the end of each momh by placing the total in the total column. 

Below is the categorization of activities commonly engaged in by paraprofsssionals. The 
categories can be delimited or expanded dependent upon the needs of the individual. 

1. ADMINISTRATOR CONFERENCE - Conference or discussion with the 

superintendent, principal, director of special education, or curriculum coordinator. 

1 BUILDING, CLASSROOM, AND EQUVMENT MAINTENANCE - Routine 
activities related to organizing or lepaiiing equipment or furniture in the classroom. 

3. CLASSROOM OBSOtVATION OF S1XJDENTS - Observations focused on pupU 
behavior either collectively or singularly for puipose of assessment or procurement of 
information. 

4. CONFERENCE WITH OTHER PERSONS - Including school counselor, 
psychologist, therapist, regular class teacher. 

5. TUTORING / INDIVIDIJAL - Activities which require the paiaprofessional to deliver 
a specific lesson plan in a one to one situation. 

6. TUTORING / GROUPS - Deliveryof a specific lesson plan to a group of students. 

7. DRILL AND PRACTICE ACnVITIES - Providing ongoing monitonng and 
assistance to students during drill an d prac tice activities. 

8. OTHER INSTRUCTIONAL ACTIVrnES • Other activities which are instnictional in 
nature but are not included und er tuto ring or drill and practice activities. 

9. MEETING OR INSERVICE ATTENDED - AU meetings attended, such as buUding, 
training or district-wide. 

10. PLAYGROUND, LUNCHROOM, RECESS SUPERVISION • Supervision and 
monitoring of noninstructional student activities. 

11. PREPARATION AND PLANNING - Time spent preparing instructional materials, 
bulletin boards. 

12. RECORD KEEPING, REPORT WRTTING, AND LETTER WRTTING - Reports or 
records for instructional staff. 

13. TYPING AND REPRODUCING MATERIALS - Activities related to preparation of 
materials, manigement of correspondence, and report writing. 

14. TEACHER CONFERENCES - Conferences witii supervising teacher. 

15. TESTING AND EVALUATION • Time devoted to testing and reporting student 

aress on metf urei given to assess student's entry level skills or progress. 
ER ' Thil category is available for use by the paraprofessional to report other 
specific assignments. These assignments should be spelled out very specifically. 
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PlmiproresBkNial TImt and Acdvity ^ 



TiMtnictkMis* Record the number (^spec^c events for each activity in the uppa^^ 
bS^SSe!^^^^ Reiordthetimintenmnuteblocksmthe 

lower half of the box. 

Activities Events/TTme 



Total 

E/T 




From Vasa. S F Stcckclbcrg, A. L., & Ronning, L. (1983). Gui dC for cffcciivc 
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Exttiliit4 



OBSER VAtlON CHECKUSrr 



ParaprofesskMial: . Date; / / 

Activity nme: 

Observer: 



Instructions: Rate the parqfrafessionai on each of the following items by circling: (1 ) 
excellent; (2) very good; (3) average; (4) below average; (5) poor; and (6) no opportunity to 
observe. 



Behavior with Student Ratings 

1. Clear instriictioos to student 1 2 3 4 5 6 

2. States expectations to student 1 2 3 4 5 6 

3. Tutoring is sequential 1 2 3 4 5 6 

4. Provides opportunities for response 1 2 3 4 5 6 

5. Use of prompts/stiniulates responses 1 2 3 4 5 6 

6. Presents activity in reasonable time frame 1 2 3 4 5 6 

7. Measures performance against objectives 1 2 3 4 5 6 

8. Provides planned leinforcement in a 

timely and consistent manner 1 2 3 4 5 6 

9. Utilizes body language appropriately 1 2 3 4 5 6 

10. Control of the instructional session 1 2 3 4 5 6 

11. Uses a variety of reinforcers 1 2 3 4 5 6 

12. Uses materials effectively 1 2 3 4 5 6 

13. Stays on task 1 2 3 4 5 6 

14. Maintains records 1 2 3 4 5 6 

15. Exhibits enthusiasm for task 1 2 3 4 5 6 



ComnMnCs: 



From Vasa, S. F., Steckelberg. A. L., & Ronning, L. (1983). Guide for effective 
utilization of paraprofeaKi^als in special <>HiyqHftn The Univenity of Nebraska-Lincoln. 
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Exhibits 

SEIJF>EVAL U ATION OF THE INSTRUCOONAL SESSION 

Instnictioiis: The folbwing questions should be answei'ed by the 
JmstruclcSsession aspossU., /^*'»^'^*^ 
Tf theacHvity U the improvement of mstructionaltechiiques. The supenmng teacher can 
%!!l^hec^le^dfarm with the'paraprafessional a. use the rj^iSts for further support 
andpianning. The form also provides important irformatton on the progress oj the 
student. 



soon 
ose 



Yes No 



1 . Did I prepare well for the lesson? 

2. Did I intioducc the lesson so that the child understood 
the concept that the lesson attempted to teach? 

3. Was I enthusiastic enough to get the child interested 
inpofonningthetask? 

4. Did I explain what the child was to do in the practice 
activity so that he or she understood it? 

5. Did I have all the materials I needed to teach the 
lesson? ^ . - 

6. Did I use the appropriate reinforcement techniques 

7. Did I encourage the student when they were having 
difficulty? 

8. Was the lesson successful in reaching the 
behavioral objective for the unit? 



Student E^iduation 

1. Was the child able to perform the task required in the lesson? 

Yes No Comment: 

2. Did the child need other experiences before attempting the current lesson plan? 

Yes No Comment: 

3. Was the child willing to try (motivated) to do the exercise? 

Yes No Comment: 

4. Did the student appear interested in the lesson? 

Yes No Comment: 



From Vasa, S. P., Stcckelbcrg, A. L. & Ronning, M1983). Ql4dfiQt^^^Li^^^^ 
„ l^t;,«rion of n«iiorof nfifii;^nah m sy^^^^ ^^ucation. The University of Nebraska-Lincoln. 
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P ARENT EVALUATION OF THE PARAFROFESSION AL PROGRAM 

Instmetions: Thepanme>HituatUmJbmniayb€usa 
program. The form may also facmtatefiirtUrcommimicatuml^^ 



program 

parents regarding their chikts program. 



1. Is your child more enthusiastic 
about school? 

2. Has she/he shown greater interest 
in her/his school work? 

3. Has the teacher been able to give 
your child more individual help? 

4. Does your child talk more about 
things that happen at school? 

5. Has your child received individual 
help from the educational aide? 

6. Have you visited the class or teacher? 

7. Have you talked with the educational aide? 

8. Do you favor the continued use of 
the educational aide in the classroom? 



Yes No 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 



From Vasa. S. R, Steckclbcrg, A. L., A Ronning, M1983) ni l jfir fj^r effective 
(, y^T^r«ri^f ^W rffllifltlf!* *r^^«^ ed^ittim. The University of Ncbraska-Lmcoln. 
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TEACHER AIDE EVALUATION FORM 
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Name^ . . Room Served 

Evaluator — — 

Instructions: Complete thefali<mnngfom on each instructhnala^ 
district. The rating scale of 1 to 5 is employed with 1 being lowandS being high. Make 
narrative comments where they would be appropriate in evaluating the instructional aide. 
(NA refers to not applicable.) 

I. Rapport/ Interpersonal Skills 

1. Rapport with children 

2. Communication with supervising teacher 

3. Communication with other staff members 

4. Communication with parents of children 

n. Personal Characteristics 

1. Neatness and appropriateness of dress c 1 a ? I va 

2. Interest and enthusiasm for the job 5 T , ; va 

3. Self-control in stress situations < 5 ? ? i v a 

4. Initiative and work habits c i a ? 1 va 

5. Friendliness and cooperativencss 5 4 3 2 i ma 

EH Emptoyment Performance 



d. 



b. Group supervision 
i small group (1-5) 



High 




Low 




5 4 


3 


2 1 


NA 


5 4 


3 


2 1 


NA 


5 4 


3 


2 1 


NA 


5 4 


3 


2 1 


NA 



1. General assistance to the teacher 

a. Attendance taking, etc. 

b. Record keeping of student progress c i t i ma 

c. General housekeeping of the room 5 4 3 2 1 NA 



5 4 3 2 1 NA 
5 4 3 2 1 NA 



2. Technical assistance in instruction 

a. Operation of audio-visual equipment 

b. Operation of duplication equipment 

c. Bulletin board assistance ? . ? ? 1 via 

5 4 3 2 1 NA 



5 4 3 2 1 NA 
5 4 3 2 1 NA 



3. Instructional assistance , ^ ^ ^ 1 ma 

a. Individual tutoring skiUs 5 4 3 2 1 NA 



5 4 3 2 1 NA 



ii. large group (5 or more) c 1 ? ? na 

c. Story telling or reading w ? 9 NA 

d. Behavior management r i ^ o ma 

e. Observation reports to the teacher 5 4 3 2 1 NA 
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IV.. General Obsenratfons 

1. Carries out i!lattignedicspoosibilitie& S 4 ^ 2 1 NA 

2. FoUows ethical proccdwes 5 4 5 2 t NA 

3. Takespartiniinemceopportufttties 5 4 3 2 t NA 

4. Ispunctual 5 4 3 2 1 NA 

5. Carries out student leamintcoiitracti 5 4 3 2 1 NA 

6. 5 4 3 2 1 NA 



Comments: 



From Vasa. S. F.» Steckelbei:g, A. L., A Romimg, L. (1983). Guide for effective 
utilization of p« nip«ife«ioMU in gpittiri iidmarion. The University of Nebxaska^Llncolii. 
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CLASSIFIED PERSONNEL EVALUATION REPORT 
SPEO/X EDUCATION PARAPROFESSIONALS 



NAME POSITION 

JOB LOCATION SUPERVISOR . 

PERIOD OF THIS EVALUATION _/_/_ to _J^_ 
E^ ALUATOR 

Instructioiis: Place a circle around the degree of performance number which most accurately 
reflects the rasing of this employee for each skill area evaluated. The degree of performance 
is determined as the stall area relates to the job standards established for this employee. 
Please comment on any area marked 5 or land indicate steps to be taken to improve 
performance. 

Code for Evaluation: 5 4 3 2 1 NA 

High Loyv Not Applicable 



I. WORK RELATED SKILLS 

Job Knowledge 
Quality of Work 
Quanuty of Work 
Work C)rganization 
Care of Equipment 
Follows Directions 
In-Service Growth 

TOTAL POINTS 



n. COMMITMENT TO DUTY 

Loyalty 
Morale 

Attitude Toward Job 

Job Assignment Responsibility 

Initiative 

Attendance 



High Low 

5 4 3 2 1 NA 

5 4 3 2 1 NA 

5 4 3 2 1 NA 

5 4 3 2 1 NA 

5 4 3 2 1 NA 

5 4 3 2 1 NA 

5 4 3 2 1 NA 



High Low 

5 4 3 2 1 NA 

5 4 3 2 1 NA 

5 4 3 2 1 NA 

5 4 3 2 1 NA 

5 4 3 2 1 NA 

5 4 3 2 1 NA 



TOTAL POINTS 
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m. PERSONAL JOB SKILLS 



High 



Low 



Relations with co-worken 

Dependability 

Cooperativeness 

Appearance 

Physical Health 

Attitude (General) 

Conduct 

Relations with Public 
Relations with Staff 
Relations with Students 
Punctuality 
Uses Time Wisely 



4 
4 
4 
4 
4 
4 
4 
4 
4 
4 
4 
4 



3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 



2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 



1 NA 
1 NA 
1 NA 
1 NA 
1 NA 
1 NA 
1 NA 
1 NA 
1 NA 
1 NA 
1 NA 
1 NA 



TOTAL POINTS 



I consider overall performance to be: 



SUPERIOR 



SATISFACTORY 



UNSATISFACTORY 



EVALUATOR COMMENTS: (This space may be used by the evaluator to comment in 
regard to the evaluation given above or to comment on other aspects of the employee's 
performance as needed.) 



EMPLOYEE COMMENTS: (This space may be used by the employee to comment in 
regard to the evaluation given above or to otiier aspects of performance as needed.) 



The employee's signature on this report does not represent either acceptance or approval of 
the evaluation. Signatures indicate only that the employee has reviewed this form in 
cor^erence with the evaluator. 

Signature of Evaluator Date _/ / — 

Sienature of Employee Date / / 

Adapted from Russell County Unified Schools, Kansas 



6 b 



DIS 

Eiiliibit9 

►ARAPROraSSIONAL SELF-RATING EVALUATION FORM 



wTsot Sure (NSh Disagree (D), or Strongly Disagree (SD). 



SA A N D SD 
SA A N D SD 



1. Do I plan for the activity that I have be assigned? 

2. DolSiakemysctfhclpfulbypffenngmyse^^^^ SA A in u ox. 
teacher when there is an obvious need of t^^^^ SA A N D SD 

3 Do I have a plan for getting children mto groups? 

4. Do I find opportunities for ^vingchUdrcn SA A N D SD 

choices, or do I teU them what to do? 

5 Do I observe closely the techniques used by the tcacner ca a N D SD 

iSd XJJ through when I am working SA A N D SD 

6 DoIieallyUstentowhat'-hUdrensay? 

7. Do I accept criticisms and suggestions without SA A N D SD 

becoming emotionally upset? ,.,,t,.^9 SA A N D SD 

8 Do I follow directions of the classroom teacher? 

9, Do I try to develop a friendly attitude with SA A N D SD 

allof my co-woricers? 

10. Do I give too much help to children rather than 

allowing them time to think? 
11 Do I refrain from interf;snng between another 

teacher and pupil unless called on forassistance? 

12. Do I avoid criticism of the children, the 

teacher, and the school? 

13. Do I maintain accurate and complete records of SA A N D SD 

the activities of students with whorn I work? 

14. Do I have an adequate knowledge of Ae schcw^ SA A N D SD 

rules and poUcies govcmmg my employment? 

15. Do I undciSand the discipUne/studem management 

mocedures employed by my supervismg teacher? 

16 Do I have sufficient knowledge of opcratmg 

wdiovisual equipment and reproduction eouipment? 

17 Do I know the procedures to /oUow m a school 
^InvMcncv such as fire, and first aid? 

18. iSlSess Ui an appropriate mariner commensurate 
with the expectations of the school? 

19. UK the ]W^,^»^J<^h^^^^ ^ 
a disaffccment with a staff member/ 

20. Do I feel that I am m^g.a P<»;t»yc 
contribution to the education of students? 



SA A N D SD 
SA A N D SD 
SA A N D SD 



SA A N D SD 

SA A N D SD 

SA A N D SD 

SA A N D SD 

SA A N D SD 

SA A N D SD 



